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Peoplesafe Alert has been selected as your emergency mass notification and location service. 
It is an app based service with a management portal to send and monitor your messages.

From the Management Portal as a Peoplesafe Alert Administrator you can:

- broadcast messages to your users provisioned with the Peoplesafe Alert app
- monitor user locations globally
- create and edit messages and message templates
- securely store documents

From your browser, login to the Peoplesafe Alert Management Portal: 
https://alert.peoplesafe.co.uk/

Enter the login details which you have configured using the link sent in the welcome email. 

Please advise your team to
DOWNLOAD THE PEOPLESAFE ALERT APP

from the App or Play Store and follow your Group(s)
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INTRODUCTION:

TO START:
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1 YOUR ACCOUNT – Sets up the security on your account including passwords and two 
factor authentication.

ADMINSTRATORS – Lists all Administrators enrolled on the Peoplesafe Alert service. If 
an Administrator is set up as an Organisational Administrator they can add new Admin-
istrators, add new groups and change passwords. New Administrators are added here.

PERMISSIONS – Displays each group and which Administrators have permission to 
access and manage the group.

CREATE MESSAGE - Start writing a new message to be sent out.

DOCUMENTS – Upload, store and access important documents from within the portal.

MONITOR – Launches the map to locate users that have their location switched on 
within the Peoplesafe Alert app.

GROUPS – Lists the groups set up on the Peoplesafe Alert service. You can create and 
send a new message to specific groups, manage messages and make a group private. 
New groups are created in this section.

USERS – Lists all users who have downloaded the app, with additional information 
depending on how they have downloaded the app and information they have supplied. 
Can also be used to show additional information within the Monitor, such as name. 

3 - PEOPLESAFE ALERT USER GUIDE

OVERVIEW:



Click on Account at the top right hand of the screen, then click on Your Account.

You will then be asked to enter the verification code sent by SMS to your registered phone and 
click ‘Submit’

Reset your password here

Add your mobile number here in order for two factor authentication to be enabled.

Click on ‘Add a phone number’ , enter your number including your country code and 
dropping the first 0, eg +447976xxxxxx and click ‘submit’ .
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ACCOUNT SECURITY:



Use the Authy passcode generator to enable two factor authentication – STRONGLY
RECOMMENDED. 

Click on ‘Enable Authy’, enter your number and click ‘Submit’

If Authy is not already installed as an app on your phone you will be sent a text message taking 
you to the App Store to download the app.

Open up the Authy app on your phone, select Peoplesafe Alert at the bottom of the screen. A 
Peoplesafe Alert token will be displayed in the middle of the screen. Enter this code and click 
‘Submit’. 

Once either your phone number has been added here or Authy has been enabled, you have 
the option to set up two factor authentication. 
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The option to enable two factor authentication is now displayed on your Manage Your 
Account page. 

When you select ‘Enable’ , you will be taken to your Login page where you enter your email 
address and password. You will then be taken to a second page where you select your 
preferred access code, text (phone), email or Authy and click ‘Submit’.

Enter the code which is sent as a text to your registered phone, by email to your registered 
email address or from Authy and click ‘Submit’ . The log in to the Peoplesafe Alert Portal is 
now complete and you will be taken to the Homepage. 

TWO FACTOR AUTHENTICATION:
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Within the Portal you will set up different groups, e.g gold team, security, staff and students. 
You will then be able to send messages to each group. You can set up as many groups as you 
wish and set the type of group it is, either public or private, which requires each user to be 
registered on the service for added security. 

The Homepage will usually default to the Groups page. If not, click on Groups at the top of the 
page. Any existing groups will be displayed in a list. 

Friendly Name - Give the group a name. This can be more descriptive, but it’s best to 
keep it as short as possible.

Click if this group is to be a private group. 

Then click ‘Create’

Click on ‘+ New Group’ in the top right corner of the screen. You will be taken to the Create 
Group page. 

Enter the new Group ID – it is recommended this is quite short using letters and 
numbers only as this is what the users will enter in the app.

Please note new groups can only be created by the Organisational Administrators.
Standard Administrators will not see the New Group button
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TO CREATE A GROUP:
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Setting a group as private is typically used when sensitive information is being broadcast, 
meaning that the group requires an additional layer of security from the user i.e. a phone 
number before being able to join. It is not open to public users that only need the ID name.

Private groups are indicated with a closed padlock. 

When a user is required to join a private group, their details must be set up by the 
Organisational Administrator in the User menu by selecting the group they need to join. 

The user will then follow the group in their app as usual.

PRIVATE GROUPS:
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Click on ‘Edit’ and you will be taken to a secondary screen. 

You can change the Friendly Name if required. The ID for the name remains the same 
and cannot be changed.

The Group can be made Private or Public from this screen.

Click ‘Save’ to update.

This is the DDI phone number allocated to the group (if enabled). DO NOT EDIT 
THESE DETAILS.
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EDIT EXISTING GROUPS:
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The Peoplesafe Alert service can be configured with a DDI phone number which is used if you 
cannot get access to the Peoplesafe Alert Management Portal but need to send out a 
message, e.g. you are evacuated from your office and there is no internet access but you can 
still dial a phone number.

It works in exactly the same way as leaving a voicemail message: you dial the number, enter 
your pin and record the message. If required, you can review the message before sending. The 
message is then broadcast to all the users in the group via the app.

Please contact customer.support@peoplesafe.co.uk if you require 
a DDI telephone number allocating to any groups

EMERGENCY DDI TELEPHONE NUMBER:
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Click on ‘Create Message’ at the top of the page and select the Group name or ‘New Message’ 
for the Group that you want to send the message to. You will be taken to the New Message 
page. 
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Select the message type - you can send text, pre-recorded audio files or picture 
messages.

Select this tick box if you wish to send a message to a specific location selected on 
a map. 

When you select this tick box the map will be displayed on your message page. 

You can either enter a specific location or select the circle and draw your area on 
the map. 

When the message is sent only users within this specified area will receive the 
audible and banner alert. They must be sharing their location to receive the alert. All 
other users will just receive the message. 

Select a message template or type in a new message. Your message will be displayed 
in the Peoplesafe Alert screen.

3

2

1

TO BROADCAST A MESSAGE: 
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Select a response type, if required. Select to send immediately or at a future date 
and time. 

The message will be distributed to all the users of the group. 

 Click ‘Send’ and OK. 
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From Groups, click anywhere on the line of the group that you want view
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1 Shows the numbers of users in the group and the number of ‘current’ messages.

Click here to delete the message. A copy of the message is archived and stored 
under the Deleted Messages tab. Messages are removed from user’s app so that 
only up to date information is broadcast as events move on.

A list of the current messages with details of the date they were sent or are 
scheduled to be sent, the number of opens, acknowledgements and responses 
(if requested). Click anywhere on the message line for additional message 
information.

MANAGE YOUR MESSAGES: 
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When you click on the message line you are taken through to a secondary screen which gives 
you more details.
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1 Shows the numbers of users in the group with details of number of opens, 
acknowledgements and responses (if requested). 

 The sent message is shown here. 

This feature allows you to resend the message to any users in the group who have 
not already opened it. The message will not be resent to users who have opened it.

A list of the current users who have opened the message with details of when they 
opened and responded to the message (if requested). The name and email address 
will be completed if this was asked for in the response, together with any comments.
 
If location was asked for in the response, clicking         will open a map to indicate the 
user’s location at the time they opened the message. 

From the options at the top of the list you can separate the users who have or have 
not responded to the message. 
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MESSAGE DETAILS: 



From Groups, click anywhere on the line of the group that you want view and on the next 
screen Manage Templates.

All your current templates will be shown in a list, with their name and content.
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1 Current templates can be edited. Click anywhere on the template line you wish to 
edit, make any changes. Click ‘Update’ to accept changes.

New templates can be created. Click on ‘+New Template’. In the secondary screen 
enter the template name and content and click ‘Create’ to confirm and add to the 
list. 

MANAGE YOUR TEMPLATES: 
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Click on Monitor at the top of the page. You will be taken to the dynamic web-based map 

Only users that are sharing their location will be displayed as a pin
 

We recommend that you have a template that can be broadcast to all users advising them 
that an emergency situation has been reported and to switch their location on so you have 

the ability to view your user’s location, track their movements and send geo-fenced 
messages, i.e messages to user’s specific locations. 
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1 All the registered users following your organisation and sharing their location will be 
listed in the left column either by name or phone number, with their pins shown on 
the map, each colour indicating what type of user they are, e.g student, security. 

If you click on their name, you will zoom into the location of that individual user on 
the map. 

Click on           to refresh the location pins and users.

You can click on the pin to reveal the user’s identity and contact details, if registered.

 You can enter location name in the top bar to search for users in a specific area. 

Click on ‘Exit’ to edit the Monitor tool.

TO LOCATE YOUR USERS: 
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Overview:

As the Organisational Administrator, you will be able to add new Administrators to your 
Peoplesafe Alert service, add new groups and change passwords. 

Click on Administrators at the top of the page. You will be taken to the Administrators page.

1

1

The current Administrators are listed with their registered email address. 

Failed Logins – if their password has been entered incorrectly the user will be locked 
out of the system and a record will be noted here, together with the date and time 
the user is allowed back in the system.

Manage Organisation – If this is set to True the Administrator is a full Organisational 
Administrator. If it is set to False the Administrator can only create and send 
messages for the groups they have permission to access.

Click on ‘Edit’ and you will be taken to a secondary screen where you can change 
these permissions.

Tick the box to select Manage Organisation (an Organisational Administrator) and 
click ‘Update’ to accept changes.

ORGANISATIONAL ADMINISTRATOR AND 
PERMISSIONS:  
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2

2 If you need to reset an Administrator’s password, click ‘Reset Password’ . You will be 
taken to the Reset Password page. 

Enter and Confirm the new password and click ‘Save’ to update. Advise the Administrator of 
their new password. 

It is recommended that once the Administrator has logged into the Portal with their 
new password, they reset their password again to one of their own choice – click on 
Account at the top right hand of the screen, then click on Your Account and Change 
your Password. 

RESET PASSWORDS:  
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3 To add a new Administrator, click on ‘+Add Administrator’ at the top of the screen. 
You will be taken to the Add Administrators page. 

Enter the email address of your new Administrator. 

Click ‘Send Invitation’ and the new Administrator will receive an email to join the service. 

Only select Manage Organisation if you want that person to be able to add new groups and 
Administrators, ie another Organisational Administrator. This will usually be left unticked and 

the new Administrator will only be able to create and send messages. 

3

NEW ADMINISTRATORS: 
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Once you have added your new Administrators, click on the Permissions tab at the top of the 
screen
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Each group you have created will be listed together with every Administrator that is 
registered on your service. 

When the Administrator logs into the Peoplesafe Alert portal, they will only see the 
groups they have permission for:- 

Click in the tick box on the right-hand side of each email address for each group to 
select which Administrators have access to each group. You will see who is the 
Organisational Administrator for each group – you can have more than one. 

Only the person whose email address is ticked will be able to create/send a message 
for that group.

PERMISSIONS: 
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This menu is only accessible to Organisational Administrators.

All the phone numbers of the users who have downloaded the Peoplesafe Alert app will be 
listed here, together with additional information, if this has been provided. 

From this menu you also manage bulk entry of users using a preconfigured CSV file, manage 
the invitations of users included in the CSV file and manage blocked users. 

User’s contact details can be edited by clicking anywhere on their entry, you will be 
taken to the Edit Users page. 
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 Displays the type of device and software version of the user.

Shows if the user has location switched on – use your cursor to hover over the arrow 
to get the status. 

Can be used to show additional information when bulk entry is used, e.g, employee 
number. 

The user’s name and email is displayed if it has been included in a message response 
or from bulk entry. 

Each user is given a label, which is shown as the pin colour in the Monitor. Different 
coloured labels can be assigned to a type of user, so that each type is more visible 
on the map. For example, if you have an incident involving students you can open 
the map and see if you have a security pin in the area, clicking on the pin will give 
you their details so you can contact them for the fastest response. 

Displays the groups that each user is following. 

New users can be added individually by clicking on ‘+ Add User’. You will be taken to the 
Edit User page to complete their details. 

Users who are joining a private group must be listed on the User page before they will be 
allowed to join.

Users can be deleted by clicking here. 

USERS: 
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User’s contact details are edited from this page 
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User’s mobile number – this cannot be changed

Field for additional information, e.g employee number

User name and email address

Change pin colour - up to 5 different colours available

The groups that each user is following can be changed here

EDITING USERS: 
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Peoplesafe Alert has a simple MDM service which allows the Peoplesafe Alert app to be sent 
directly to the user’s phone rather than asking them to download the app themselves. This will 
already be configured with the groups they must follow. 

For this service, data is compiled in an Excel file which is then converted into a CSV file and 
imported into the Peoplesafe Alert portal via the Bulk Edit feature. 

The Excel file must be in the following format. DO NOT INCLUDE THE TITLES LINE (LINE 1), this 
is just for illustration purposes:- 

Once the CSV file has been created, this must not be opened but imported directly into 
the Bulk Edit feature. If the file is opened the data will be corrupted and will be 

unreadable in Peoplesafe Alert. 

The cells must be formatted as Text cells. 

The mobile phone numbers must be formatted with the country code and 
the first 0 of the main number removed 

e.g +447976140XXX

Please contact customer.support@peoplesafe.co.uk for the Excel spreadsheet template, 
if required. 

BULK EDIT AND MANAGE INVITATIONS:
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Click on ‘Bulk Edit’ in the top left corner of the screen. 

The Users page will be populated with all your users’ information. If you are updating an 
existing CSV file, when you import the file, any changes will be highlighted on the Users page. 

Once the CSV file has been imported you use the ‘Manage Invitations’ menu to send an 
invitation to the users to join Peoplesafe Alert. 

Click on ‘Choose File’ and select your CSV file and click ‘Next’ . 

Select the users you want to invite onto the service by ticking the select box and clicking on 
‘+ Send Invitations’ 
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Once a user has been invited to join their details will be crossed through.

The user will receive a text message which guides them through the process so that the 
Peoplesafe Alert app is installed on their phone, with them following the required Groups. 
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Any users that have been blocked from receiving messages will be listed on the Blocked Users 
page.

They can be reinstated by clicking ‘Unblock’.

BLOCKED USERS:
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Peoplesafe Alert enables documents to be uploaded and accessed from within the service. 
Documents are encrypted, stored in IS027001 data centres and are only available to Adminis-
trators. This allows you easy access to relevant documentation when you are using Peoplesafe 
Alert to communicate during an emergency. 

Business continuity plans, cyber security policies and evacuation procedures will all potentially 
be required and can be stored here. 

Your documents that have been uploaded will be listed on the page. Click on the document 
that you wish to view and it will be opened and displayed in the format it was saved in.
 
You can delete the document by clicking on the ‘Delete’ button. 

Click on Documents at the top of the page. You will be taken to the Documents page. 

DOCUMENT STORAGE:
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Click on ‘+ New Document’  in the top right corner of the screen to add a new document into 
storage. 

Click on ‘Select File’ to enter File Explorer and select the file you wish to upload

Click on ‘Upload’ to load the file. 

The file will be listed under Upload Documents. More documents can be added if required by 
clicking on ‘Select File’ again. They will be added to the list. Click on ‘Done’ to complete. 

UPLOADING A DOCUMENT INTO 
STORAGE:
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